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Chapter 9

Time and Billinc

Objectives

After completing this chapter, you should know:
* What makes an expense Billable, not Billable, or Billed (page 267)
e How to add reimbursable Expenses, Items, and Time to Invoices (page 269)
¢ How to use two-sided Items to track reimbursable expenses (page 275)
+ How to use two-sided Items to track subcontracted services (page 281)
+ Activate Time Tracking (page 284)
s Pass Billable time onto an Invoice (page 287)
¢ Create reports to analyze timesheet data (page 291)

Restore this File

This chapter uses TimeBilling-12.QBW. To open this file, restore the TimeBilling-
12.QBM file to your hard disk. See page 8 for instructions on restoring files. If
you are using QuickBooks Premier Accountant, we recommend that you toggle
to QuickBooks Premier General Business as described on page x.

This chapter covers billable expenses, including time tracking and Two-Sided Items.
QuickBooks helps you track these expenses from when they occur through to billing the
client.

Reimbursable (Billable) Expenses

QuickBooks allows you to pass expenses through to customers for reimbursement.

To track a reimbursable cost, you'll first need to record the expense. Enter a transaction such
as a Bill, Check or Credit Card Charge to record the original expense, and then assign the
Customer or Job to which the expense applies.

On expense transactions, the Billable? option indicates that the expense will be passed
through to the Customer or Job (see Figure 9-1). In other words, this option indicates that the
expense can be billed to the Customer when a sales form is created. This option only appears
after you enter a name into the Customer:job field in the Expenses (or Items) tab area of the
expense transaction. Also, the Billable? option only appears if you code the transaction to one
of the following account types:

e Ofther Current Asset
e Expense

s Other Expense
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J = M 1| Blljable Expense
Account Memo ~ Customer:Job pitsbiz
66900 - Reimburseable Expenses' 20.00 |Document Delivery |Cruz, Maria:Branch Opening alnut Creek =~
)

Figure 9-1 Billable Expense item

Note:

The Billable? option will NOT appear if you code the expense transaction to an
Income or Cost of Goods Sold type account.

Tip:

If you need to use the pass-through process for Cost of Goods Sold transactions,
you can create an [tem that points to a Cost of Goods Sold account and then use
that Item on the original transaction by clicking on the Items tab. This will allow
you to pass the expense through to Invoices. See Using Two-Sided Items on page
275 for an example of using Items to track pass-throughs.

Sometimes you want to assign expenses to Jobs so you can track all of the related costs to the
Job, but you do not intend to pass them through for reimbursement. In this case, you can
uncheck the Billable? option so that the line item is “non-billable.”

COMPUTER PRACTICE
For simplicity, in this example, we'll use an expense account called Reimbursable Expenses to
hold the expenses until they are reimbursed. However, you may want to use an Other Current

Asset type account to hold all of your reimbursable expenses. If you're unsure about which
account type to use for your reimbursable expenses, consuit with your accountant.

Step 1. Select the Write Checks icon on the Banking section of the Home page,
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Figx;re 9-2 Record .d reimbursable expéhse

Time and Billing - Reimbursable (Billable) Expenses




Time and Billing — Reimbursable (Billable) Expenses 269

Step 2. From the Write Checks window, enter the Check shown in Figure 9-2.

When you select the Branch Opening Job for Maria Cruz in the Customer:fob column
of the Expenses tab, the Billable? option appears with the checkmark already selected.

Step 3. Click Save & Close to record.

The next time you create an Invoice for the customer, you can pass the cost through to the
Invoice by following the next steps.

Step 4. Select the Invoices icon on the Customer section of the Home page.
Step 5. Enter Cruz, Maria: Branch Opening for the Customer:fob field.

Once the name is entered, the message in Figure 9-3 appears to prompt you to
select the expenses that you de5|gnated as biliable,

[ Billable T‘mefCosts g

The customer or job you've sslected has outstanding billable time andfor costs,
Do you want to:

@ Select the outstanding bilable time and costs to add to this invaice?

& Exdude outstanding biflable tme and costs at this tme? (You may add these
i < later by dicking the Add TmefCosts bution at the bottom of the invoica.)

;‘:Saveﬁisasapreferer\ce. P [ Help l

BRI TR T T T e L d b R LR ST,

ngure 9 3 Bmable Trme/Costs option wrndow -

Step 6. Click OK.

Step 7. The Choose Billable Time and Costs window opens for Maria Cruz's Branch Opening
Job (see Flgure 9- 4)

Choose Billable Time and Coxts

Use these tabs to see relmbursable |
Time, Expenses, Mileage, and items
that have aocumulated

Time and Costs For: Cruz, Maria:Branch Openi
‘/‘/ -
Time $0.00 [ Expenses _ $0.00 | Mleage

e Al Click on Options... to customize how information from
g timesheets is brought into QuickBooks invoices

Figure 9-4 Top section of the Choose Billable Time and Costs screen

Gk

soealxm,

Step 8. The top section of the Choose Biflable Time and Costs screen shows four tabs where
you can view pass-through expenses. The Expenses tab will show the billable
expenses (such as the check you just wrote) that were recorded using the Expenses
tab on checks, bills, and credit card charges.

Step 9. Click the Expenses tab (see Figure 9-5).
Step 10. Verify that 20% is entered in the Markup Amount or % field.

The Markup will increase the amount due by the Customer to cover the costs of
processing this expense. You can either enter a static dollar amount or a percentage
that will change depending on the amount. Defoult Markup can be set in the Time &
Expense Company Preference.

Step 11. Enter Expense Markup in the Markup Account field.
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Step 12. In the middle section of the Expenses tab (see Figure 9-5), click a checkmark in the far
left column on the line for Express Delivery Service to pass the expense, with the
20% markup, to Maria Cruz's fnvoice.

Tt T PR R AR PO R

[*Chooss Bilsble Time and Costs

Time and Costs For:

Cruz, Maria:Branch Opening

Thls memo comes from the

| Tme sn.ooqw  $24.00 | Mege $0.00 | 1tes | Memo Heig on the check
Markup Amountor % Markup Account _ voucher.
_ Select Al {20.0% 405007'E¥per?sem..r. - ?
J Date Payes

Click this column to select this
expense for reimbursement. This wlll
cause the expense plus the markup (if
any) to show on the Involce.

You can click the Hide column to
remove thils expense from this screen.
This will not remove the expense; It
will only change the blllable status.

Figure 9-5 Middle section of the Choose Billable Time and Costs screen

Step 13. Select the Print selected time and costs as one invoice item option (see Figure
9-6). Then click OK.
When you select this option, QuickBooks prints alf reimbursable expenses on a single
line in the body of the Invoice rather than listing each expense separately, You'll
always see the details of the reimbursable expenses, including the markup, on the
screen even if you chose Print selected costs as one invoice Item.

[Erose Bilabie Time and Costs ¢ 0T A G

Time and Costs For:  Cvuz, Maria:Branch Opening

| Ime $0.00 | Expenses 5$24.00 | Mieage $0.00 | 1tems $0.00]
ﬂampmmmtof % Markup ﬂccom?_

!m.ﬂ% 7 40500 Expcnse _:E

Payee

Check this box to show only the
total expenses on the Involce.

To .00
Check this box to make
[] Selected expenses are taxable 4-_-___— the selected expenses 200
Print selected time and costs as one invoice item! taxable. 24,00

(o J[ oma J[heo |

Figure 9-6 The Expenses tab of the Choose Billable Time and Costs screen

Step 14. Once you are returned to the Invoice, enter the Template, Class, Date, and Invoice

# as shown in Figure 9-7. The Invoice now includes the reimbursable expense.
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Step 15. To see what the Invoice will look like when you print it, click Print, and then click
Preview (see Figure 9-8).

Step 16. When you are finished reviewing, click Close in the Print Preview window, and click
Save & Close to record the Invoice.

{ @previous B Net [ save  hPrint v G Send” v 1) Croate v (B Ship | B P [ Spiling” Ry Hiey
: Ternoiate | Print Praview | , | costomer [ Tapacin. ]
Academy Photo Ser... ov.]  Cvuz, Harh:anch__ Opening

| Cruz, Maria:Sranch Open... x|

| Invoice

= T asesi e

123 First Street To see what the printed Involce looks llke, click - 000 |
| [otmt creck: A 94536 the Printer Icon and then click Preview In the 7 300000
5 window that opens. . )

: | J<7 WL JIE  nbiled tine and expenses: 24.00
] [ em Quanbty  Descripton Rate  Amout  Cass  _ _Tax_ |
'} |RewbGrow | ! "~ RecentTransactions  QuckRepert
| Document Deivery | moo| o0|wdtcesk Mn LE} Sirapment T oo N
3 |Reimb Subt N, Total Reimbursable Expenses i 20.00 O/13/15 Invpice - Paid 880.00 [
g [ Mackup | 200% 4.00 Mon 01/06/15 Invoice - Paid 500.00 §
k ! Total Reimbursable Expenses ! 24,00 01/05{15 Invoice - Paid 000
" Customer \ . Tax |Contra Costa v (8.25%} 0.00
| 570 be priieg [ pTmeictins) QuickBooks creates a Group Item called Re/mb
i Bt e
[} To be e-maded Group that Inctudes all the expenses you selected.
Customer T

Mamo [Document Debvary

| (1 Erable ocne payment - Leam.more (Savangies.) [oamveien. ) [0
Haure 9-7 Reimbursable expenses shown on an Invoice '

e

Academy Photography Time snd Billing Chaptes Invoice

123 Main Street
Pleasanton, CA 94566

Ivoice #
2015-106

Bil To
Naris Cnuz
123 First Steott
Walnut Creak, CA 4306

oz /_ The printed Invoice shows only one line for the reimbursable
expenses even though the screen shows the detall, since you
selected Print selected time and costs as one item.

[ | 2% 10Net 30 ' Branch Opening

Quartity Cesciglion

Total Reimbursable Expenzes
Contta Costs Counity 3alst Tax

m—-\,‘w

Figure 9-8 Print Preview of invoiced biflable expenses

The completed example of pass-through expenses shows on your Profit & Loss statement with
the date range set for February 3™, 2015 to February 3%, 2015 so as to only include the
transaction entered earlier in this chapter and as shown in Figure 9-9.
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Academy Photography Time and Billing Chapter

Profit & Loss
February 3, 2015

Accrual Basis

Ordinary income/Expense
iIncome

(e i o L e P 257 ‘h'w’/;‘::_;;';-_ ,':,t, R T P
Iﬂ]’?’r&ﬁt&[éss’ ' '_"‘ﬁ"‘; *’w ?7-: : =l
(todty Reprt.. | Memore.. [ prnt.. J Emed - | Eyport.. ][ rade g [ colgoe |-
Rates - Custom = From {02/03/2015 [8] To 102/03/2015 (W] Coumps [Tot

405060 - Expense Markup

+Feb3 15+
» 00 4

-3

[=]

Notice the markup amount
appears in the Expense
Markup account specified
in Figure 9-5.

b
=]

Total Income

Gross Profit £.00
Expense
66900 - Reimburseable Expenses 0.00 <€——| Notice that the Relmbursable
Total Expense 0.00 Expenses account shows zero

here. During the pass-through
process, QuickBooks increased
and decreased the same

b
=)

Net Ordinary income

Net Income

5

expense account.

Figure 9-9 Reimbursable Expenses on the Profit & Loss report

The Accounting Behind the Scenes:

The Reimbursable Expenses account has a zero balance because QuickBooks
increased (debited) the balance when you recorded the Check shown in Figure
9-2 and then decreased (credited) the account when you recorded the Invoice
shown in Figure 9-7.

Sometimes it is more appropriate to track reimbursable expenses in one account and the
reimbursements in another account. For example, you could record all reimbursable expenses
in the expense account called “Reimbursable Expenses,” and you could track the
reimbursements in an income account called “Expenses Reimbursed.” For QuickBooks to
handle reimbursements in this way, you will need to make changes to your Time & Expense
Company Preferences.

Note:
Ask your accountant if you should treat reimbursements as income before
making these changes to your company’s QuickBooks file.

COMPUTER PRACTICE
Step 1.
Step 2.

Select the Edit menu and choose Preferences.

Select Time & Expense on the left icon bar (you may have to scroll down on the left
side of the Preferences window to access that selection).

Tirme and Billing — Reimbursable (Billable) Expenses
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TR

Preferences :
P Calendar o] [ MyPrefwences | company Preferences | _
.'ﬁ Checking Whaen this box Is checked, you can
X424 Deskiop View - Time tracking assoclate Income accounts with
Do you track time? expense accounts. Then, when you
%y Finance Charge @ Yes pass an expense through to an Invoice,
|| * General Co T - QuickBooks will Increase the
i | ¥Hl integrated Applicatio : Erst Day of Work Week Monday ~] | assoclated Income account.

!i ) 1tems & Inventory
i | 14 Jobs &Estmates
d150) multiple Currendes

1
; General

| @ Payments Cr Set the default
@ Payroll & Employees {¥] Track reimbursed expenses as income markup for your
‘& Reminders relmbursable
- e 'tsd”&&m Default Markup Percentoge  |20.0% | expenses and
H Repor : e .
| S Sales &Customers . Default Markup Accont {40500 - Expense... v | tventory ltems here.

AT T BT e Eee

| Iy} Sales Tax : E
Q Search |
Serd Forms |

: ; Service Connectian “ Set the default markup account. ||

i | ¥ Tax: 1099 -

I3 Time & Expenses ]
-

I

Vi B T 8 VG B o e S e LR BT T TR D T M N O e o W £ S

F;';;uré 9-10 Time & Expense Company Preferences

|

Step 3. Select the Company Preferences tab.
Step 4. Notice that the box next to Track reimbursed expenses as income is checked.
Step 5. Notice the 20% in the Default Markup Percentage field is preselected.

This field sets the default markup percentage for pass-through expenses.
Step 6. Notice that Expense Markup is selected as the Default Markup Account
Step 7. Click OK to close the window.

Now you need to associate each reimbursable expense account with an appropriate income
account. You should note that for each reimbursable expense account you create, you will

need to create a separate income account. You cannot have multiple reimbursable expense
accounts that tie to only one income account.

Step 1. Display the Chart of Accounts list and select the Reimbursable Expenses account
(See Figure 9-11).
Step 2. Select the Edit menu and then select Edit Account, select the Account button at the

bottom of the Chart of Accounts window and choose Edit Account, or press Ctrl+E.

Step 3. Click Track reimbursed expenses in Income Acct. and then select the Expenses
Reimbursed income account from the Income Account field drop-down menu.

Step 4. Click Save & Close to save your changes.Close the Chart of Accounts.
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B e e o T

& tadccont " " folTaTeg

] Accontivee Expense - Nunber | 66900

AcCOUtNam® | Remburseatie Expenses Click here and enter

F | subaccount of | Expenses
optiona Relmbursed In the
Descriion |Retriarseable Expenses Income Account fleld.

Taxdine Mapping : o\ jnassgned > vi do 1 choose the right tax bne?
[J] Tradk reimiursed expenses In Tnoome Acct, 1490700  Expenses Re... v ;

i { Account is inactive [Gaveacos ) | caxdl

Figure 9-11 Edit the Reimbursable Expense account.

The Accounting Behind the Scenes:

Now when you post an expense to Reimbursable Expenses and pass the expense
through on an Invoice, QuickBooks will increase the Expenses Reimbursed income
account. From our previous example, the results would be as seen in Figure 9-12,

Important accounting consideration:

If you used an existing expense account in a closed accounting period (a period
for which you have filed tax returns or prepared financial statements), do not
select the Track Reimbursed Expenses in Income Acct. option on that
account. Doing so will cause discrepancies between your QuickBooks reports and
the company's tax returns and/or financial statements. Instead, create a new
account for tracking reimbursable expenses and make the change to that
account.

i mifykeport E [Memon:e- le; Y el -

|pates ‘custom | From Iozfoajnﬁms@ To ozma;zms@ Cohangs rT_ot
Academy Photography Time and Billing Chapter
Profit & Loss
Acerual Basis February 3, 2015
ofFeb3, 15 ¢
Ordinary Income/Expense
Income Now the expense
40500 - Expense Markup b 4m0 transaction (the Check)
40700 - Expenses Relmbursed 20.00 shows In the Relmbursable
Tatat Income 24.00 Expenses expense account,
and the relmbursement for
Gross Proft 00 the expense (the Invoice),
Expense shows In the Expenses
66900 - Relmburseable Expenses 20.00 Reimbursed iIncome
Total Expanse 20.00 account.
Net Ordinary Income _400
Net income g :
¥

Figure 9-12 Profit & Loss report with separate income and expenses. for reimbursable expenses
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Using Two-Sided Items

QuickBooks allows you to use the same Item on expense forms (e.g., Checks and Bills) and
sales forms (e.g., Invoices and Sales Receipts). When you use Items to track both expenses and
revenue, you can generate reports showing the profitability of each ltem.

Key Term: Two Sided Item - An Ifem used on both types of forms (expenses
and sales) is commonly called a “Two-Sided Item” because the Item setup screen
includes purchase information on the left side (expense account field) and sales
information on the right (income account field).

Possible uses of two-sided Items include:

* Reimbursable Expenses: If you have numerous reimbursable expenses and you need
detailed reports about those expenses (such as a report showing which expenses have or
have not been reimbursed), or if you want the ability to summarize Billable costs on
Invoices by category. To summarize by category, you can create two-sided Other Charge
Items to designate categories of expenses (e.g., transportation, clerical, or material
expenses). Use these Items on both expense transactions and sales forms as on described
in the Reimbursable (Billable) Expenses section beginning on page 267.

¢ Custom Ordered Parts: If you sell custom-ordered parts, you might want to create two-
sided Non-Inventory Part Items to track both the purchase and the sale of each part. Doing
so will show you which of the sales were profitable, and by how much.

s Subcontracted Labor: If you hire subcontractors, you probably want to use two-sided
Service Items to track both the expense and the revenue for the wotk they perform.
Then, you can find out which subcontracted services are profitable, and by how much.

s Cost of Goods Sold Postings: As discussed earlier, if you use the Expenses tab on
expense transactions (Bills, Checks, Credit Card Charges), you can only record a pass-
through expense when you code the transaction to an Other Current Asset, Expense, or
Other Expense account type. If Cost of Goods Sold (or another account type) is the
appropriate choice for your reimbursements, create a two-sided item with Cost of Goods
Sold in the Expense Account field.

Our first example of the use of two-sided [tems is for tracking custom orders. This example
also shows how Cost of Goods Sold postings can be passed-through.

Tracking Custom Orders

If you sell products that you don't hold in inventory, you can use QuickBooks “two-sided
Items” function to automatically track the revenue and costs for each Item.

COMPUTER PRACTICE
Step 1. Open the ftem List and select New Item from the /tem menu (or use Ctrl+N to access
the New ltem window).

Step 2. Choose Non-inventory Part and enter the Custom Camera ltem as displayed in
Figure 9-13. Make sure you select the checkbox next to This item is used in assemblies
or is purchased for a specific Customer:fob.

When you select this option, QuickBooks provides the following additional fields:
Description on Purchase Transactions, Cost, Expense Account and Preferred Vendor.

Time and Billing — Using Two-Sided ltems
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| Type
'Non-mventory Part -+ | Use for goods you buy but don't track, lke office
! L {Non-inventory Part -~ supplies, or materials for a spedfic job that you
{. charge back to the customer.
I .
| ‘ Item Name/Number ] subitem of Manufacturer's Part Number
| CustomCamera | ] .
: Unit of Measure
|
! Tf/ This Is a “two-slded”
i item is used in assemblies or is purchased for a specific customer:job item. It allows you to
Purchase Information Sales Information speclfy a separate
account for the costs
. Custom Camera - Order # Custom Camera - Order # single ltem setup
! scraeen.
Cost f 0.0 Sales Price T 000!
Expense Account ; 50000 * Cost of Goo... v |  Tax Code iTax
Preferred Vendor |Acesupply -.-1 Income Account 45000 -Sales v

Figure 9-13 A “two-sided” Non-inventory Part item

: The Accounting Behind the Scenes:

l When you use a two-sided item on expense forms, QuickBooks increases (debits)
i | the Expense account you enter in the Expense Account field. When you use a two-
: sided item on sales forms, QuickBooks increases (credits) the Income account

i you enter in the Income Account field.

Hl Step 3. Notice that the Cost and Sales Price for this item are both 0.00.

| I Custom-ordered parts will have a different cost and sales price every time you sell

r them. If you enter cost and sales price amounts in the original item, you’ll need to

I | override the numbers for each individual purchase or sale. For this reason, it’s best to
i just leave them zero.

Step 4. Complete the fields as shown above, and click OK to close this window.

Tip:

: Once you set up the Custorn Camera Item, you can use the Item for all special

il orders of cameras, regardless of the make or model. You can override the
description of the item each time you use it on a transaction.

After creating the two-sided Non-Inventory Part, you are now ready to use the Item on expense

forms.
: Step 1. Select the Purchase Orders icon on the Vendors section of the Home page, or choose
Create Purchase Orders from the Vendors drop-down menu,
Step 2. Prepare a Purchase Order as shown in Figure 9-14.

|

| Notice that QuickBooks uses the default description you entered when setting up the
i1 item. Add the number in the P.0. No. field to the end of this description. Choose No
when asked whether you want to update the Custom Camera item with a new cost.
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| vandor Class Drop Ship To

o [ Transaction |
(eswoy =) waatc.. « [ , '

| Purchase Order Edt Yender
§ Py 510-555-4646 1
Ace v Open balance ) 00
435 Race Sireet, Suite 1 123 Main Street = il
Hayward, CA 94555 Pleasanton, CA 94566 Credit Limit 5,000.00
£0s to be received o -
o [rtem Desaription Qty Rate Customer  Amount
l’ Custom Camera__|Custom Camera - Order #2015-101 |1 398.00 T~ The Memo fleld Is :
/ U cedL very Important. i
3 / e [ You'll use It to i
— “|  oi/fldentify the gl

:_legsme I o1ds contents of this PO Be ! ‘

Toal  398.00 ougewhen you link it to 1§00 - i

a Billl from the i I

| Mamo [ Custom Camera - Order #2015-101 © |

i| P Tobepmnted ] To be e maked o
:
Y i 2 . :

N g

7. TN O ;- et e e T o e e TR
Figure 9-14 A Purchase Order for a two-sided No

Tip: . g
Make sure you enter the description in the Memo field so that you'll be able to i
identify the Purchase Order in the list of Open Purchase Orders when you receive i
the Bill. I
Tip: ‘
Use the Windows copy and paste commands to duplicate the description to the
Memo field at the bottom of the Purchase Order and other forms. To do so,
highlight the completed description on the PO form and press Ctrl+C. Then
click in the Memo field and press Ctrl+V.

Step 3. Click Save & Close to record the Purchase Order.
When you receive a bill from the Vendor, record it as follows:
Step 1. Chose the Enter Bills icon on the Vendor section of the Home page, or choose Enter
Bills from the Vendor drop-down menu.
Step 2. On the Bill, enter Ace Supply in the Vendor field. Then press Tab. |
Step 3. Because there are open Purchase Orders for Ace Supply, QuickBooks displays the w
|

message shown in Figure 9-15. Click Yes. i

Open MOs Bxist

Open purchase orders exist for this vendor, Do you want to receive against one or more of
;"_Eﬁ these orders?

R o S T T Y O P T YRS

Figufe 9 15 Open POs exrst message T ;

Step 4. Select PO #2015-101 by placing a checkmark in the column to the left of the date
and click OK.
If you had several open Purchase Orders for this Vendor, each would appear in the list il
shown in Figure 9-16. :
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I

Open Purchase Orders

¥endor - Ace Supply - ok

Select a Purchase Order to receive N - —

[/ Dote PO No. Memo
[ e ]

[/ [02/03/2015 [20i5-101  |Custom Camera - Order #2015-101

Figure 9-16 Select on open Purchase Order from the list

Step 5. QuickBooks automatically fills out the bill with the data from your PO as shown in
Figure 9-17.
Continue filling out the rest of the fields on the Bill.

el T R Ay i Mﬁf"’ ¥ I S
a éﬁnﬁlk et 2 e Lo

M previous [ Nex (5 Save | B Find % History | § Attach (] Pay bill

{7 B Recaived

Don't forget to add
the Customer:Job
name here so that
you can pass the
cost on to the

Customer.
$0.00 | 1tems R
Ttem Destription Qty Cost Amount Customer:Job Bilable?  (lass PO Mo, f
Custom Camera |Custom Camera - 1| 398.00|  298.00 |Cruz, Maria:Branch Ogening 7 |wanutCreek |2015-101 =
Ordes 22015-101 ‘?
£
.
#
Cleer Sphts || Recalaate { SpvesCose | [ gaveAnew (.. Gear ) i
. E

Figure 9-17 QuickBooks automatica!!y fifls in the details of the Bl

Step 6. Verify that Cruz, Maria:Branch Opening Job is in the Customer:fob column of the
items tab.
Step 7. Click Save & Close to record the Bill,

The Accounting Behind the Scenes

This Bill increases (credits) Accounts Payable and increases (debits) Cost of
Goods Sold. Cost of Goods Sold is the account in the Expense Account field of the
Customn Camera Item.,

When you create an Invoice for this job, you can pass the cost of the Custom Camera Item
through to the customer’s Invoice and mark it up.

Step 1. Select the Create Invoices icon on the Customer section of the Home page. Use the
Academy Photo Service Invoice.

Step 2. Enter Cruz, Maria:Branch Opening for the Customer:fob field.

Step 3. Click OK on the Billable Time/Costs reminder message.
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Step 4. The Choose Biflable Time and Costs screen opens for Maria Cruz’s Branch Opening
Job. Choose the Item tab (see Figure 9-18).
Step 5. Click the far left column on the first line to select the Custom Camera [tem (see

Figure 9-18). Then click OK.

Cilck here to select the
Custom Camera ltem.

[ print selected time and costs as one invoice item

Figure 9-18 Select the Custom Camera Item.

Step 6. When you click OK, QuickBooks adds the Custom Camera ltem to the customer’s
Invoice, Enter the Invoice information as seen in Figure 9-19.

Step 7. Complete the description so it reads Custom Camera Order #2015-107 and copy
this information to the Memo fleld

G.Jmmm Em«"&vmw&m vﬁﬁzm T asw*ﬂfl &m«“lwﬂa wf ugqm v e

{ Customer: 30 Gl Terupate | P ek
[Crur, MaiacBronh Open.wl © (Walmat ...l ‘m@mk...,ﬂ] *

{ Invoice

Sales Orders tobe invaiced g
2% 10Net.. ¥, Unbiled time and expenzes: 398.00

¢ | Ttem Quan... Desaiption Rate Amount  Oas T |

t| [Custom Camera T1 Custom Camesa - Ordar #2015-101 392,00 36.00 [Want Creek_Tax_ |+ Recent Transactions ) !
0Z/03/15 Laygke © Moo |
©3/15/15 Pavment 1,950.00 §

03/13/15 Invoice - Prigi B80.00

o | ouos/is brwoice - Paxt 500.00
‘ 0305/15 - Py 57000 |
°1 Customer .. Tax [Contra Costa_;w,|(3-25%) 5234 JO5/15 [veoice - Poed E
Total 43,84 Mobes Edt |
: ]
£ [ vobe prikerd  Add Tie/Coste,.,.| |, AooheGrediin, . ] Paymertts Apgied 0.00 i
; t
E.Iubee Custorser Tay Code !'ax x| 430,84 !
: o [Custom Caners O $2015-101 i
:: [T Enable online payment \eam moce Gasicem) [ e oex,) :
Rk R ke U S i 0 5 s e st ot

Figure 9- 1 9 The Cusrom Camem Item now show:m the Customers !nvorce ]
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Since the Custom Camera Item shown in Figure 9-13 doesn't include an amount in the Sales
Price field, the item passes through at the cost amount recorded on the Bill shown in Figure
9-17, in this case $398.00.

To record the markup you'll need to manually adjust the price that shows on the invoice, You
can use the QuickMath function that allows you to do calculations without using your
calculator. In this example, the Custom Camera cost was $398. Using QuickMath, we'll mark
this item up by 20%,

Step 8. Place the cursor in the Rate column on the /nvoice (anywhere in this field).

Step 9. Press the * (asterisk) key on the keyboard to access the QuickMath multiplication
function. Since your cursor was in the rate field when you pressed the asterisk,
QuickBooks copies the first number ($3928) onto the adding machine tape (see

Figure 9-20).
Step 10. Enter 1.2 (multiply by 120%) and press Tab to insert the adjusted (calculated)
amount into the Rate column,
| l2% 10 Net... v |
Item Quantity Description 398.00 lAmount Class ~ Tax I
Custom Camera  « |1 Custom Camera - Order #2011-1] ™ 1.20 I 398.00 (Walnut ... w(T.. = | A‘E

Figure 9-20 The QuickMath adding machine tape

Note:

The asterisk (*) opens the QuickMath feature because QuickBooks recognizes the
asterisk as a multiplication key. You can also access QuickMath by typing a plus
(+), minus (-), or back slash (f) to add, subtract or divide by any number,
respectively.

Step 11. The Invoice now includes the adjusted amount of $477.60 (see Figure 9-21). Press
Tab again to have the Amount and Balance Due fields. You may receive a Did you
know... window, which you can read and then click OK.

Step 12. Click Save & Close to save the Invoice.
s BL T
W previous B Net B sove Gipint ~ CJsend v Crate ~ Bstip v | T bmd (5 Spelling T Mistory | (14 Customize. v | - i
Customer:Job Lo Coss . Terclate | PrintPreview | | customer | Transeckon_ | :
:Cruz, Marla;Branch Open, .. v : ‘WakutC... v | Academy Photo Ser,., v | ' Crniz, Maria:Branch Opening :
invoice Mmmﬁ = ;mms,m, Edt Customer
¥ i
Phone | 925-555-8344 E
Marta Crur Emad U ;
123First Street :
Walnut Creek, CA 34596 Openbalance 2890 ¢
Credit Limit 300,00 &
Acttve estmates I
REETI | soes Orders to beinvoiced '
| 2% 10Net,, i} |biled bme and expenses: 398,00 |
Item Quant... Description Rate “Amount Closs Tax | ;
Custom Camera |1 Custom Camera - Order $2015-101 477,60 477.60 |Walnut Creek . [Tax - Recent Transactions mm& 4
I comajisiwace T e
0£/15/15 Payment 1,950.00 |
01315 [nvoice - Paid £30.00 ;
. 01/05/15 Invgice - Pad 500.00

Cﬂslnmﬂl -I Tax [contra Costa | (8.25%) 39.40 OH0S/15 invoice - b s }
Meccage Total 517,00 Hotes . ult i
. To be printed { Add Tune/Costs... | | Apply Credita.., | Payments Aopled 0.00 B
i To be e-maded Cust Tay Code ?ax - Balance Due 517.00 E
Hems | Custom Camera -Ocder 42015101 f

_ Enchile oniine payment Learn more Save & Close Swvedhew | ([ Qear )

Figure 9-21 Final Invoice induding the rrim"kup on the Custom Camera Itém ‘ '
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Using Service Items to Track Subcontracted Labor

If you hire subcontractors, you may warnt to create a two-sided Service Itemn for each
subcontracted service. This will allow you to pass subcontractor costs through to Invoices and
it will allow you to create reports showing the profitability of your subcontracted services.

COMPUTER PRACTICE

In this example, we'll use a two-sided Service Item for photographer services that are

subcontracted to East Bay Photographers. The item is already set up.

Step 1. Open the /tem List and double-click the Photographer Item. This will open the Edit
Item screen for this item (see Figure 9-22).

-

ge'r;ie”'*'*'"*;] Use for sarvioss you charge for or parchase, ke X i

ke gwunr,msjmhmrs,wwofsm
{"] Subitem of

v B

] Ttem s inactive

@mmkmnmwummamum«wm

Purchase Information Sales Information

Desaription on Purchase Transactions Description on Sales Transactions
Photographer Photographe:

Coat LLLTs00 Sales Price L 12500

Bxpense Account 53500&Ixonh-act- Tay Code Mon !
Preferedvendor | » . IncomeAccont | 41000 - Services -

Figure 9-22 A “two-sided” Service ftem for tracking subcontracted labor

Step 2. Notice that the box entitled This service is used in assemblies or is performed by a
subcontractor or partner is selected.

Just as in the last example, when this box is clicked, QuickBooks opens the other side
of the item revealing fields for entering the Description on Purchase (and Sales)
Transactions, Cost, Expense Account, Preferred Vendor, Sales Price, Tax Code, and
Income Account.

Step 3. Click OK to close the Photographer item.

When you receive a bill from, write a Check to, or enter credit charges for a subcontractor, use

the Photographer Item to record the expense.

Step 4. Select the Enter Bills icon on the Vendors section of the Home page.

Step 5. Enter a Bill for East Bay Photographers as shown in Figure 9-23.

Select the items tab to complete the form. The checkmark in the Biflable? column to
the right of the Customer:fob column indicates that each line of the Biff is billable (i.e.,
available for pass-through).

Step 6. Click Save & Close to record the Bill.
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@lpfewous @cht ESavc I @_Flnd QhHlsto | @ Attach [ pay bill

i @B Cregt gl Received
; —— - €
MB“ batographers ;
F#* vmmm |
Address’ | Lace W, Connérsial Way g
., “IPteasanton; CA 94588 i
it L
Terms. 2% 10 Net 30 :v Discount Date - 0
S0 w— E
Expenses $0 00 Items $1,5?5.06‘1
L itam Descripton ~ Qty Cost  Amount  Customer:lob pilable?  Class | i
i Photographer  |Photographer 6] 75.00] 450.00 [Cruz, Maria:Branch Opening| ¥ |walnut creek & i
; Photographer  |Photographer 15| 75.00| 1,125.00 [Mason, Bob ¥ |sanlese [ &
|
! s
-
i
SelectPO | | Recews il 11 Show RO | [ Time 4
[ Clear splts | [ Recalodate | [ save iclose |(_gaveaNew ][ Gear ] “‘

Figure 9-23 Enter a Bill for subcontracted services,

The next time you create an Invoice for Bob Mason or Maria Cruz’s Branch Opening Job, the
Photographer Service Item will show on the Choose Billable Time and Costs screen.

Step 1. Select the Create Invoices icon on the Customer section of the Home page.
Step 2. Enter Cruz, Maria:Branch Opening for the Customer:job field.
Step 3. Click OK on the Bilfable Time/Costs reminder message. The Choose Billable Time and

Costs screen opens.

Step 4. Click the ftems tab. Figure 9-24 shows the Photographer Service ltem you recorded on
the bill shown in Figure 9-23. Notice that the Rate column shows $125.00/hour, not
the purchase price of $75.00/hour. The $125.00 amount comes from the Sales Price
field on the ltem setup screen (see Figure 9-22).

Ty wwspg'#_‘

il i “Exibose Billable Time and Costs”

Time and Costs For: Cruz, Maria:Branch Opening

'Ime  50.00 | Eapenses $0.00 | Micage $0.00 [ Jtems $750.00 |

I : fFigure 9-24 The Billable Time and Costs screen shows the two-sided Service Item.

Step 5. Click the far left column on the first line to select the Photographer Item (see Figure
9-24), Then click OK.
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QuickBooks adds the Photographer ltem in the body of the invoice as shown in

Figure 9-25.
Step 6. Once you are returned to the Invoice, verify that the Template, Class, Date, and
Invoice # are the same as shown in Figure 9-25.

Step 7. Click Save & Close to record the invoice,

| WPrevious B Net .SNI & Print G Send + (] Creite e (@ Ship’ b’I‘%_M ﬁm - m-" & .’ _

i Custorer: Job Cams Tomplate {.PrintBreview.) | Iymi
= g N e ;
sz MariaBranch Ope... Ewmc...ivj A:admyPhhnSer ;‘ cn.lz.. uarh Branch Openhg i
ata i
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: Phare T S ke e aAd )
x| i123 Frst Street L el
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: Credtlmit .. 3,000,008
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01/15/15 pavment 1,95000 §
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750,00

. [ 7o be e-maked WTMM ﬁmz ,vf—

Memo ‘6 hrs Photographer o 1

Z-{ﬂmmwm Leam more Lﬁm@{ '!'!E!!EI 1 QE!! ]
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ngure 9 25 The Invo.«ce with the subcontracted service passed through

Another Way:

If you want to track subcontractors’ time, you can record timesheets for each
subcontractor (being sure to mark the transactions as Billable) just as you do
with your employees. You can then pass. the time information through to the
Invoice instead of passing the expense from the Bill. In this case, when you later
enter the Vendor name in the Bill or Check window, QuickBooks will prompt
you to use the time you entered in the timesheet. If you choose to do so, the.
payment Item will populate with the Item you entered from the timesheets. This
time will come through with a non-billable status which is correct. If you choose
not to pass the time through to the payment, you should still enter the Job name
on the Bill, but you should mark the expense not billable by unchecking the
Billable? option.

Unbilled Costs by Job Report

Create an Unbilled Cost by Job report to view all of the billable expenses and Iferns that you
haven't passed through to invoices,

COMPUTER PRACTKE

Step 1. Select the Reports menu, choose Jobs, Time & Mileage, and then choose Unbilled
Costs by Job. Review this report.

Step 2. Close the report.
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i
] Unbifted CostsbyJob .+ AR a0
T
! Modify Report... | [ Memorige... || Print... ] E-mef v [ Export... | [HideHegder | [Refresh
Dates | Al v From: - @ o]  [ElsortBy IDefault -i
| Academy Photography Time and Billing Chapter
» Unbilled Costs by Job
D Accruai Basis All Transactions hy
: ¢ Type <  Date @ Source Hame @ Memo @ Account « Billing Statuz + Amount ¢ |
! Mason, Bob {é
: 2 Check 01/022015  Ace Supply Specialized Fim  §6500 - Reimburseable Expenses  Unbilled 142,00 o "
Bl G2/10#2015  Easl Bay Photographers  Photographer $2500 - Subcentracted Services Unbiled 112500 &
Totsl ason, Bob 1.267.00 |
TOTAL 1,267.00
2
I

Figure 9-26 The Unbilled Costs by Job report

Billable Time

If you enter timesheet information into QuickBooks that includes a Custorner or Job name, you
can pass the time through to the Customer’s Invoice. This example shows how to pass billable
hours on timesheets through to Inveices.

The time tracking feature in QuickBooks is quite simple on the surface, but very powerful for
streamlining businesses that pay hourly employees through QuickBooks Payroll, or for
businesses that provide time-based services to customers. The time tracking feature requires
QuickBooks Pro or above.

The time tracking feature allows you to track how much time each employee, owner, partner,
or subcontractor spends working on each Job. In addition, you can track which service the
person performs and to which Job and/or Class the time should apply. Then, once you record
timesheet information, you can use it to calculate paychecks and create nvoices for the
billable time,

When you use timesheets as the basis for paychecks and/or for invoicing, QuickBooks tracks
everything required to create detailed job cost reports based on the timesheets.

Although the time tracking features in QuickBooks are quite powerful, there are also several
“add-ons” (extra costs apply) to QuickBooks that provide even more features for time tracking,
and their data can be synchronized with QuickBooks. For example, there are additional
products that provide time clock integration, web-based time data entry, and even more
flexible tracking features than you can find in QuickBooks. For a complete list of add-ons, go

to http://marketplace.intuit.com, and search for time tracking.
Activating Time Tracking in QuickBooks

Before you can use the Time Tracking feature, you must activate Time Tracking in the
Company tab of the Time & Expense Preferences window.

COMPUTER PRACTICE
To activate the Time Tracking feature, follow these steps:

Step 1. Select the Edit menu and then select Preferences. Select the Time & Expense item
on the left and click the Company Preferences tab (see Figure 9-27).
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[ Tax: 1099 H

35 Tirc 3 Expenses ﬂ
Figure 9-27 Time & Expense preferences
Step 2. Confirm that Yes in the Do you Track Time? section is already selected.

When working with your company’s data file you will need to turn on Time Tracking

by clicking Yes either on the window shown in Figure 9-27 or in the EasyStep

i
Interview. :' ‘ ‘
Step 3. Confirm that Monday is selected in the First Day of Work Week field. Monday is the | i
first day that QuickBooks will display on the Weekly Timesheet : ‘
Step 4. Click OK to close Preferences. ' i

Entering Time on Timesheets

To track your employees’ time, you'll enter activities on timesheets.

An activity is the time spent by a single person performing a single service on a single date. For |
example, an attorney might enter an activity on the timesheet to record a phone conversation
that she will bill to one of her clients. When an hourly employee petforms a service for a
customer you should include the Customer or Job name in the time activity. Each activity is
recorded on a separate line of the timesheet, and you can mark each time activity as Billable if
you wish to pass that activity through to a customer’s Invoice.

A Weekly Timesheet is a record of several activities performed during a one-week period by a
single employee, owner, or subcontractor. Enter Weekly Timesheet information using the
Weekly Timesheet window.

COMPUTER PRACTICE
To enter time activities, follow these steps:

Step 1. Select the Employees menu, select Enter Time, and then select Use Weekly
Timesheet.

Alternatively, you can click the Enter Time button in the Employee Center.
Step 2. Enter Mike Mazuki in the Name field.
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Note:

If you need to enter the same activities for multiple employees, you can select
Multiple Names from the Name field. This will open the Select Employee, Vendor or
Other Name window, where you can check multiple names. Any activities listed
in the Weekly Timesheet, including billable activities, will apply to each Employee
or other you selected.

Step 3. Click the Calendar icon and choose fanuary 12, 2015.

Step 4, Enter each activity on a separate line in the timesheet as shown in Figure 9-28. Be
sure to select the Kumar job for Anderson Wedding Planners and the job for Maria
Cruz in the Customer:fob column,

M Previous [ Net G Print vi X ety ity @3 Let Your Emplayees Enter Time..
Mike Mazud -
Narme Timesheeat
Week OF Jan 12 to Jan 18, 2615
Customer: Job Service Tlem Payolitem  Motes '1‘2 ‘;g “:1 ’11; ':5 S; g Totd  Bia... |l _
Houty Regular  Staff Meeting 200 %00 .
Anderson Wedding Planners:Kumar, Sati .., [Indoor Photo Session  [Hourty Regular  [wWedding Shoot 2:00 z00|F L
Mason, Bob Outdoor Phato Session {Hourly Regular  [Site Photo Shoat | 4:00 4:00 | 2:00]| 8:00 1a00 |F
Cruz, Maria:Branch Opening Outdoor Photo Session |Hourly Regular  [Site Photo Shoat 6:00 | 4:00( €00 15:00 |
Totals 2:00 8:00 §:00 §00 £:00 0:00 0:00  40:00 ||
[¥) Wrap textin Notes field
Copy Last Sheet. [aveﬁdou][ Save & New ][  Cear J
] -, T e Rt SRR R
Figure 9-28 Weekly timesheet for Mike Mazuki
Step 5. Click Save & Close to record the timesheet activity.
Note:

If you plan to use timesheets to create Paychecks, you should record all of the
time for each employee, including non-billable time (e.g., sick, vacation, and
administrative time).

Printing Timesheets

In some companies, you may need to print several copies of your employees’ timesheets for
review by owners or managers.

COMPUTER PRACTICE
To print timesheets, follow these steps:

Step 1. From the fife menu, select Print Forms and then select Timesheets.

Time and Billing — Billable Time




Time and Billing - Billable Time 287

Dated [01/12/2015 [B]fthru [01/18/2015 [iE]

ook ]
[ conet |
[ o |

Activity notes: ) Print first ine only. @ Print full activity notes.

Figure 9-29 Select Timesheets to Print window

Step 2. Set the dates to 01/712/2015 through 01/18/2015 (see Figure 9-29).
Step 3. Select Print full activity notes at the bottom of the window and then click OK (see
Figure 9-29).
Step 4. Click Print on the Print Timesheets window (see Figure 9-30).
Timesheet
Name'  Mike Mazuki Jan 12 to Jan 18, 2015
Customer-Job Service llam Payroll Hem Notes M Tiz w Th F Sa Su TFotal | Bl
Hourly Regular Staff Maeting 4:00 400 N
Anderson Wedding Tndoor [‘Pom Session | Hourly Repular Wedding Shoot 00 80| B
Planoers:Kumar, San:
and Naveen
Cruz, ManaBranch | Gotdoor Photo Sesson | Hourty Regulas Site Photo Shoot 6:00 | 00| 600 is:00| B
Mason, Bab Outdoor Photo Session | Howty Regular Bite Photo Shoot 100 400 200| BOO 13:00| B
L' i O il W siscie o ot VI op P, “’r*'ﬁ'““-ai" it

Tolals 800| B800| 200 B8:.00| BOO| GOO| 0:00 40:00

Signature

Figure 9—30 Ph'nted timesheetﬂfdr Mike Maé[;k_l____ o T

Invoicing Customers for Time

You can also pass timesheet information through to Invoices, When you mark time activities
as “Billable,” QuickBooks allows you to transfer the time information onto the next Invoice for
that Customer.

COMPUTER PRACTICE

To create an Invoice to a Customer, and pass the timesheet data onto the Invoice, follow these
steps:

Step 1. From the Custorner menu, select Create invoices or click Create Invoices on the
Home page.
Step 2. In the Customer:fob section select Cruz, Maria:Branch Opening.
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Step 3. QuickBooks displays the Bilfable Time/Costs window (see Figure 9-31). Click OK to
continue.

Biliable Time/Costs SR - X

The customer or job you've selected has outstanding billiable time andfor costs.
" Do you want to:

@ Select the outstanding bilable time and costs to add to this invoice?

~, Exdude outstanding bilable time and costs at this time? (You may add these
*Jater by dicking the Add Time/Costs button at the bottom of the invoice.)

[_] save this as a preference. Bk [ Help ]

Figuré 931 B.«Hab!eﬁme:/ Cost window

Step 4. If it is not already selected, click the Time tab in the Choose Billable Time and Costs
window (Figure 9-32).

Step 5. Click Select All to use all of the time activity for this Customer.
“ah!e e S D :

i ‘ Time and Costs For: Cruz, Maria:Branch Opening

| Time $1,520.00 | Epenses  $0,00 | Mieage $0.00 | [tems $0.00 |

Click on Qptions... to customize how information from _ "
timesheets is brought inte QuickBooks invoicas Op o

Hours Rate

380.00 |Site Photn Shuot

01{14]20 15 .
Qutdoor ... | 6:00 95.00 570.00 |Site Photo Shoot

& [01/15/2015 |Mike Mazuki

Clicking here selects
‘ all time activity and
aiin changes the Select All

button to Clear All.

[ Print selactad time and costs as one invoke item Total bilable time and costs 1,520,00

o J[ coad J[ e |

Figure 9-32 Biflable time for Maria Cruz’s Branch Opening job

! ‘; Step 6. Click Options to modify the way time activities are passed through to Invoices.

This window allows you to change the way time is transferred onto Invoices. The
default setting is shown below, and you'll probably want to leave the setting alone.
However, you can modify it to use either the information from the Notes field on the
il employee’s timesheet or the information from the Description field of the Service
Items. This information will show in the Description column of the completed invoice.
If you check Combine activities with the same service item and rate,, your Invoices will
not show any notes from individual time records.
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when transferring billable time to an invoice:

@ Transfer activity notes
% @) Transfer item descriptions
I Transfer both notes and descriptions

g @ Enter a separate line on the invoice for each activity:

) Combine activities with the same service item and rate

o :ngfj

[.. reo ]

Figure 9-33 Options for Transferring Billable Time window

Step 7.

Leave Enter a separate line on the invoice for each activity and Transfer activity notes

selected. Click OK to close the Options for Transferring Billable Time window. Click OK
to close the Choose Billable Time and Costs window to transfer the time to the Invoice.

Step 8.

The Invoice now shows the time activity from Mike Mazuki's timesheets. Enter

Walnut Creek in the Class field and 2/10/15 for the date so your Invoice matches

Figure 9-34.

7] Enable online payment
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.| 5 Tobe e-maled Costomes Tag Code [Tax | DAANCEDue 1.520.00
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ngure 9-34 Invoice with billable time passéd fhrbugh

Note:

After you post timesheet information to paychecks and Invoices, the timesheet
will affect income (because of the Invoice), expenses (because of the paycheck),
and job cost reports (because of the job information on both the paycheck and
the Invoice).

Step 9.

Click Save & Close to record the Invoice.
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Making Activities Biflable Again

After you pass time (or Ifems) through to an Invoice, QuickBooks removes the check in the
Billable column in the Choose Billable Time and Costs window and replaces it with a small gray

Invoice icomn.

If you void or delete an Invoice that contains billable time or items, you’ll need to

go back to the original time activity and click the gray icon to make the time activity billable

again.

Note:

Tip:

When you transfer time activities onto an Invoice, QuickBooks changes the
billable status of the time activities to “billed.” However, if you void or delete

the Invoice, QuickBooks does not automatically change the status backed to
“unbilled.”

If you have billable time, cost, or Ifemn activity that you wish to clear from your
unbilled reports (e.g., Unbilled Costs by Job), you can pass the time through to
an Invoice, save the Invoice, and then delete the Invoice. This method is much
faster than editing each billable item, cost, or time activity individually.

COMPUTER PRACTICE

To make time activities billable again, edit each time activity as described in the following
steps. Note that usually the Invoice would first be cancelled, but we will not do that for this

example,

Step 1.

Step 2.
Step 3.

Select the Employees menu, select Enter Time, and then select Use Weekly
Timesheet.

Enter Mike Mazuki in the Name field.
Click the calendar icon and choose 01/12/2015

Because you already passed this time through to an Invoice, QuickBooks replaced the
Billable? checkmark with an fnvoice icon on the timesheet activity for Maria Cruz's
Branch Opening job (see Figure 9-35).

T e T Y LA e v R B,
% Weekdy Timesheat =~ * ¢ 70 TS FERE b B
To make this time activity G
Dpimious BNewt Goint ~| P 50- i blllable agaln, click the
involce Icon,
Mame  MikeMandi - e ——
Timesheet
Week Of Jan 12to Jan 18,2015 W}
] . M Tu W T Sa  Su :
Customer:Job Service [tem Payrol Item Notes 12 1 14 15 );‘\u B Total Bid:l
Hourly Regular_[Staff Meeting 4:00 ~ 400 ]‘I:
anderson Yedding Planners:Kumar, 54t ... [Indodr Photo Session  |Hourly Regular | Wedding Shoot 200 ~d L
Crur, Marnia:Branch Opening DOultoor Phetn Session |Hourly Regular  |Sibe Photo Shoot 6:00{ +00| 6:00 k600 [=2|
Mason, Bob Outdoor Photo Session |Hourly Regulr  [Site Phato Soot | 400 400 | 2:00] s:00 1s:00|
Totals 500 800 8:00 £:00 $:00 C:00 0:00 4000 JI
[ Wrap textin Notes field '
Copy Last sheet. [sgreacese] [ sovoorem J{  Rewt
e .

Figure 9-35 Timesheet for Mike Mazuki shoifw'ng that the time for Maria Cruz’s ](55 has been billed

Step 4,

Step 5.

Click the Invoice icon in the Biflable column to make the time activity for the Branch
Opening job billable again.

Click Yes on Billing Status window shown in Figure 9-36.

Time and Billing —

Billable Time
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ngure 9-36 Brh’mg Status wmdow o

Step 6. Click Save & Close on the Weekly Timesheet window to save your changes.

Time Reports

There are several reports that help you summarize and track time activities.

Time by Name Report

The Time by Name Report shows how many hours each employee, owner, or partner worked
for each Customer or Job.

COMPUTER PRACTIE |
To create the Time by Name report, follow these steps: |

Step 1. From the Reports menu, select Jobs, Time & Mileage, and then select Time by
Name.

Step 2. Set the date range for the report to 01/07/2015 through 01/31/2015.

[ty rerie | (v | i ] ot~ et ][ e | coae ]
Yloates Custom "~ From [01/04/2015 [H] To |01/31/2015 (8] Cohus

Academy Photography Time and

T

f This line represents :
ling Chapter adminlstrative (non job-

Time by Nam specific) time. Iif you prefer,
; you can create a Customer i
January 2015 record for your own ‘

|
o_Janis ¢ company and blll your ‘
admin time to that i

y Mike Mazuki “Customer.” You would

Anderson Wedding Pianners:Kyfnar, 5ati and Naveen b 2:00 4 then have the additional

Cruz, Maris:Branch Opening 16:00 optlon of creating Jobs to

Mason, Bob 18:00 track various types of

; _4:00 administrative time {e.g,,
Total Mike Mazuki 40:00 marketing, travel, fillng,

staff meetings, etc.).
4000

f TOTAL

Figure 9-37 Time by Narme report

Step 3. Click the Customize Report button in the upper left corner of the Time by Name
report window.
Step 4. Click the checkbox next to the Billed and Unbilled options in the Modify Report

window (see Figure 9-38). Click OK.

Time and Billing — Time Reports
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Ev Ay

-

|7 psplay | s _—
Report Date Range
Dates ' Custom - : The date range you spedfy in the From and To feld

From :01/01/2015[] Te 01/31/2015 ]

Columns

Display columng by | Total only - lacross the top, Sortby | Default

Display time grouped by Eﬁﬁ:by Mame by Job v a5 row data. Gortin °

Add subeolumns for

1 vear-To-Date
" %of 71D

[ Previous Period || Previous Year

| P& Change ! g Change

NS

£ lg o
i . % Change %% Change

o) e [ o ]

Click these two flelds to
display both the Billed and
Unbliled time for each of

your Employees or Vendors.

Figure 9-38 Modify the Time by Name report to include Billed and Unbilled columns.

The Time by Name report now differentiates between the Bilied and Unbilled time.

R . ) [Memorize.., |[ Print,.. ) E-mad v ][ Export... ] [ HideHegder J Colagse
Dates Custom v From[01/03/2015 W] To .01/31/2015[B] Cohmns |7
Academy Photography Time and Billing Chapter
Time by Name
January 2015
> Billed < Unbilled - JaniE
Mike Mazuki
Anderson Wadding Planners:Kumar, Sa... » 0.00 4 2:00 2:00
Cruz, Meria:Branch Opening Q:00 16.00 16:00
Mason, Bob {4:00 18:00 18:00
No job assigned 0:00 0:00 4:00
Total Mike Mazuki 0:00 26:00 40:00
TOTAL 2 36:00 40:00

Figure 9-39 The customized Time by Name repért

Step 6. Close the report. Do not memorize it.

Tracking an Owner’s or Partner’s Time

In some businesses, owners and pariners do not receive paychecks, but they still need to track
their time activity, record the labor costs to specific Jobs, and then pass the time through to

their Customers’ Invoices.
COMPUTER PRACTICE

To track an owner or partner’s time for billing purposes, follow these steps:

Step 1.
Names List.

Display the Other Names list by selecting the Lists menu and then selecting Other

Time and Billing — Tracking an Owner’s or Partner’s Time
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Step 2. Select New from the Other Names menu at the bottom of the Other Names List £
window. .
Step 3. Create an Other Name record for Vern Black, the owner of Academy Photography as ;

shown in Figure 9-40.

Name Yem Black

Company Name Academy Photograghy | Contact  Vernblack | —m l

ot ] il — |
Festhame  Vem  (Mr{ TR

A mm e !

Name and Alt. Contact ! T Name I inactive i

E-mal o }

Account No . o ;

Figure 9-40 Other Name record for owner Vern Black i

Step 4. Click OK to save Vern Black’s record, and then close the Other Names list.
Step 5. Open the Weekly Timesheet window and enter the timesheet activity for Vern Black
as shown in Figure 9-41.
7T - iz Eg'_;g"
| W previous ¥ Next G Print v | B Pt Zingla futviny {5 Let Your Employees Enter Time..,
Black v
Name 1T Timesheet {
| week of 3an 12 to 3an 16, 2015 ;
Customer:Job Service It... Notes Qlass AR A R BIdJleT| .
Admin Overhead 3:00 | 2:00 | 8:00 | %:00 {12:6G0 00 o B
Cruz, Maria:Branch Opening [Retoudhing  [Photo Retouching  |Walut Creek | 5:00 | 6:00 0| I L ;
Totds 8:00 E:00 §:00 9:00 12, 0:00 :D0  45:00
1 #) Wrep text In Notes fald
i ' save & Close | [_save 8 New Gear | .
Figure 9.47 Time actr’ﬁty for Vern Black ' ' b
Step 6. Click Save & Close to record the timesheet activity.
Step 7. To pass this time through to an Invoice for the Customer, open the Create Invoices

window and enter the Maria Cruz’'s Branch Opening fob in the Customer:job field.
Click OK in the Biffable Time/Costs window,

Step 8. If you need to, click the Time tab in the Choose Billable Time and Costs window (see
Figure 9-42). Notice that QuickBooks shows the time for Vern Black as well as the
timesheet activity for Mike Mazuki that you made billable again on the Weekly
Timesheet window shown in Figure 9-35.

Step 9. Click Select All and then click OK to transfer the timesheet information through to
the Customer’s Invoice (see Figure 9-42).

Time and Billing — Tracking an Owner’s or Partner’s Time
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$2,565.00

"Ehoose Billable Time and Costs

Time and Costs Forz Cruz, Maria:Branch Opening

Trah

Click on Options. ..

_ $0.00 | Mieage

to customize how information from
timesheets is brought into QuidBeoks invoices

$0.00 [ Items

<

J 1{13]20 .

J |01/13/2015 jvern Black
< |01/14/2015 [Mike Mazuki
< [01/15/2015 [Mike Mazuki

Retoudching 600
Outdoor Photo Session 4:00
Outdoor Phote Session 6:00

Amount

95,00 570,00 [Photo Retouching
95.00 380.00 [Site Photo Shoot
95.00 570.00 [Site Photo Shoot

570.00 [Site Photo Shoot

[] Print selected fime and costs as one invoice item

Total billable time and coste

Cancel

[ o I

J[ e ]

2,565.00

Figure 9-42 Billable Time and Costs window including owner's time

T T

Step 10.
Step 11. Click Save & Close to record the /nvoice.
Step 12.

Click Yes.

Enter the Class and Date information so that your Invoice matches Figure 9-43.

ﬂpmm O Net [ Seve @pnm v Bsend + Doreate > Bship v|€1nnd @ Spellng T History | (4 Customize |

Egve.&dose“ saveatew | [ Gewr |

Ry - Ly s i r

' Cuslnm:r)_nb Class_ el [Pthmhw] I [< ]_Trmsaclnn f
i Cruz, Maria:Branch Open... ¥ iWalhutC.., v {Academy Photo Ser... ¥, Cryz, Maria:Branch Opening
. Date | "
Invoice 0271072015 I 2015-110 I Edit Customer
¥
Phone 925-555-8344
Maria Cruz Ermad
123 First Street
Walnut Creek, CA 94596 Open balance 281L90
Credit Limit 3,000.00
Active estimates Q
W Stles Orders to be ivoiced a
2% Whet... v Unbiled time and expenses: 2,565.00
Item Qua... Desaiption Rate Amount Chas Fax |
Retouching 5 Photo Retouching 95.00 475.00 {Wanut Creek  [Non = Recent Tmnschons QuidReport
Outdoor Photn Session (6 Site Photo Shoot 95.00 570.00 Non L) Dafio1s pveice LT s 00
Retouding & Photo Rebouching 95.00 570,00 {Walnut Creek  |Non 02/10/15 Invoige 750.00
Outdoor Photo Session 4 %ie Photo Shoot 95.00 380.00 NGn 02/06/15 Invoice 517.00
Outdoor Photo Session 1] Site Photo Shoot 95,00 570.00 Non 02/03{15 Invoice 24.00
01/15/15 Payment 1,950.00
Customer v| Tax [Contra Costa__w |(8.25%) 0.00
Message
Total 2,565.00 Hotes Edit
| ] To be printzd [ add Tme/Costs... |[N:|plyCruﬂs .. Payments Appled 0.00
] To be e-maied Cust Tax G tax - J Balance Due 2,565.00
Mema Outdoor Photo Shoat and Retouching
*| ] Enable orline payment Lean more

The Recording Transaction window displays that Maria Cruz is over her credit limit.

- it

T

i A e A

o e

e i -

Figure 9-43 The Invoice now shows the time activity for Mike Mazuki and Vern Black.
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Note:

You will not usually “pay” the owner for their time because owners generally
take a “draw” (a check coded to Owner’s Drawing) instead of getting paid
through Payroll. Therefore, the timesheet information for Vern Black will not get
recorded as labor costs on Maria Cruz’s Branch Opening job.

Review Questions

Select the best answez(s) for each of the following:

1. In QuickBooks you are allowed to pass through billable expenses to Customers:
a)  Only if you paid by credit card.
b)  If you paid by check or credit card, but you don’t assign the Customer or Job to
the expense.
¢)  If you used a Bill, Check, or Credit Card Charge and assign the Customer or Job to
which the expense applies.
d) None of the above,

2. Which account types CANNOT be used in the expense tab of a purchase transaction to
make the expense Billabie?

a) Cost of Goaods Sold.
b)  Expense.

) Other Expense.

d)  All the above,

3. If you want to assign expenses to a Customer:job, but do not want to pass them through
for reimbursement, do the following in a purchase transaction:

a) Do not assign the Customer:Job; just enter the information in the Memo field.

b) Assign the Customer:Job, and then click the checkbox in the Billable column to
remove the checkmark.

<) Delete the Invoice icon.

d) aorb.

4. Which of the following tabs appear in the Choose Billable Time and Costs window:

a) Items.
b}  Expenses.
C) Time.

d)  All of the above,

5. In an Invoice, you can automatically markup the pass-through expenses using the
Markup Account option. It is available in the Choose Billable Time and Costs window on:

a) Items tab.

b)  Expenses tab.

<) Time tab.

d)  All of the above.

Time and Billing - Review Questions
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Time and Billing Problem 1

APPLYING YOUR KNOWLEDGE

| Restore the TimeBilling-12Problem1.QBM file.

1. Create the following two-sided Other Charge Item:

Field Data
Item Type Other Charge

Item Name Freight & Delivery

Option Selected This is used in assemblies or is a
reimbursable charge

Description on Purchase Freight and Delivery Charges

Description on Sales Freight and Delivery Charges
Cost $20

Sale Price $45

Expense Account Reimbursable Expenses

Tax Cede Non

Income Account Services

Table 9-1 Details of the Other Charge item

2. Create the following two-sided Non-inventory Part Item:

Field ~ Data
Item Type Non-inventory Part

Item Name Custom Lens

Option Selected This item is used in assemblies or is
purchased for a specific Customer:Job

Description on Purchase Custom Lens Order #

Description on Sales Custom Lens Order #
Cost 30

Sale Price $0

Expense Account Cost of Goods Sold
Tax Code Tax

Income Account Sales

Table 9-2 Details of the Non-inventory Part Item

3. Create a Purchase Order by entering the following, Total: $2,080.00:

Field Data
Vendor Ace Supply
Class Walnut Creek

Time and Billing - Review Questions
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4/1/15
2015-101
Custom Lens
Custom Lens Order #2015-101

Item

Description

Qty 4
Rate $520 .
Customer Cruz, Maria: Branch Opening 1‘;

Memo Custom Lens Order #2015-101

Table 9-3 Details of the Purchase Order

4. A new partner, Clara Mercado, has joined Academy Photography. Open the Other
Names List and add Clara Mercado to the list.

5. Enter a Bill (Ref # A1234) on 4/5/2015 from Ace Supply after receiving the custom lens
order. Use the P.O. No. 2015-101, Customer:Job: Maria Cruz’s Branch Opening, Class:
Walnut Creek, Memo: Custom Lens Order #2015-101. This Item expense is billable. !
Add freight charge of $20.00 using the Freight & Delivery item, Customer:Job: Maria
Cruz’'s Branch Opening and Class: Walnut Creek. This Item expense is also Billable. !
Total: $2,100.00.

6. Print Unbilled Costs by Job Report for all transactions.

7. Using the Academy Photo Service Invoice, create an Invoice on 4/5/2013 for Maria Cruz’s
Branch Opening Job, Class: Walnut Creek, Invoice #: 2015-106, Description and Memo:
Custom Lens order #2015-101. Select all the open Billable Items for this Job. Use
QuickMath to markup the Custom Lens Item by 20%. Total $2,746.92. Print the |
Invoice. I

8. Use the Weekly Timesheet to record hours from the table below for Clara Mercado from
04/20/15 through 04/26/15.

Date Day |Hrs | Customer:Job Service Notes Class Billable
4/20/15 | Mon | 8.0 | Anderson Wedding Planners: | Indoor Photo | Photo Walnut | Yes E
Wilson, Sarah and Michael Session Shoot Creek ! }
4/21/15 | Tues | 8.0 | Andersont Wedding Planners: | indoor Photo | Photo Walnut Yes
Wilson, Sarah and Michael Session Shoot Creek '
4/22/15 | Wed | 8.0 | Perez, Jerry Qutdoor Photo Walnut | Yes “
Photo Session | Shoot | Creek i
4/23/15 | Thurs | 8.0 Admin | SanJose | No i
4/24/15 | Fri 8.0 | Miranda’'s Corner Indoor Photo | Product | San Jose | Yes ;
Session Photos

Figure 9-44 Clara Mercado’s time log
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: i 9. Create a Sales Receipt for Anderson Wedding Planners’ Wilson job.

a) Include all of Clara Mercado’s time, and post it to the Sales Receipt.
b)  Class is Walnut Creek.
¢)  Dateis 04/27/20135.
d)  Sale No. is 2015-101.
e)  Check No. is 10987.
f) Payment Method is Check.
i g)  Add one (1) Photographer Item for $125.00 to the Sales Receipt.
h)  Sales Receipt total is $1,645.00.

| 10. Print the Profit and Loss by Job for April, 2015,

Time and 8illing — Review Questions




